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OFPICE OF PERSONNEL MEMORARDUM NO.
SUBJECT: Detalled Civilian Personnel

REFERENCE: Subparagraphs o and d of HR [l Perscnnel Detailed to or
frcm the Agency, dated 26 April 1963,

RESCISSION:

1. GEKERAL

This memcrandum prescribes the procedures for the administration of sivilian
personnel detailed to the Agency from other Federal establishments (Details
In} and Agency civilian personnel who are formally detalled for extended ser-
vice to other Pederal organisations (Detalls Out). These procedures are de—
sizned to carry out the responsibilities of the Director of Personnel as con~
tained ir refersnced regulation for procuremsnt of Details In and for limisen
activities with cther Covernment agencies and coordination within the Agency
to effsct both Detalls In and Detalls Out.

2, RESPOMSIBILITIES

8.

: possesses the requisite ons and experience o carry
e wost e A ST i s T ot op. Pro ety
Divieion will alse emsure that Operating Officials who will mupervise the
individial (Detail In) are made cognisant of their responsibility to meet
;Il sdninistrative requirements set forth in the agreement effecting the
mj—lﬁ

. oI .. oo st
8 respongibls for ithe son with other Federal organisations
and preparation of written agreements for both Detalls In and Out. He
will alsc ensure coordination within the Agency in effecting details.
He will prepare all official correspondence and avnusl and semiamusl
reports and maintain appropriate statistical records and files regarding

civilian detalls.
3. PROCEDURES

a. Details In

{1) Reguests from Operating Officisls or Heads of Career Services for
Details In shall be routed initlally to ths
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ILLEGIB * Chief, Placement Division for approval. The 25X1A
request noreally be in the form of a completed Form 1152,
25X1A Raaio Aetion, accomplished as provided in ¥

uest for Personnel
and socombanied by a memorendum 6 justificstion.
The Chief, Flacement Division will deter-
mine whether the proposed action iz in accord with current aduin- || | EGIB

istrative policies.

(2) Upon approval of the request for a detail, the F
ILLEGIB Chief, Traneactions and Records Branch, nesctliate
i ‘ - appropriate Goverrmwnt organisation and formalize the

necessary agreament to elfect the detall., ZExamples of typisal items
contained in such agresments are: general nature of asxipgwient and
duration of detail: category, whether reimbursable or non-
reisbursatle, inclwding any special fimancial armangenents the case
may warrant; requirements regarding Pitness Reports or similar job
performance datas any permissive featurss regarding the use of the
dotail on cther asaigmmente such as TDY trips or overseas touss;
srrangements to follow in regard to terminating or extending the
detail. Specifis aspects of the agreement will be fully coordinated
with the Office of the Comptroller prior to finalising the agree-
nmant,,

ILLEGIB (3) The ial, Transactions and Hecords
: 3 advise the Upsrating Official or Head of the Career

§ that his request for & detail has bean approved or inform

him of sny difficulties sncountered in negotiating for the detail.

{4} Prior to finalizing the . t to obtain a detall, the ERf4f/
ILLEGIB ef, Transacticns and Records Hranch,
arrangs for the required medical and security processing of

ILLEGIB

g

the detail.
b, Details Cut
25X1A
(1) Requests from Operating Officials or Heads of Career Services to
effect 2 Detall Out shall be initially routed to the ILLEGIB
ILLEGIB ' [ranssctions and Records Pranchk, This
request should be in the of a ecmpleted Form 1152, acccmplished
as provided in HHB and accompanied by a memorandum éT
explanation,
ILLEGIB (=)

will ccordinate these requests ILLEGIB
the Chief. “iscement Divigicn, befors negotiating an agreement with

the Federal agency concerned. He will advise the requestcr of finsl
approvel or of any diffieuvlties which may develop during the nego-

tiation,
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c. Terminationse or Extensions of Details

Chief, Transactions and Reccords Branch,
wili oo am or extenslon of existing agreesestas on
Details In or Im.'ailn But upon sdvice from the appropriste Operating
Official or Head of Career Service.

4. COVERT DETAIIS

The processing cf covert detalle procured for covert activities will be
coordinated by the Case Officer with the Central Cover Staff, DD/P, ss

well as chiufy CSFD, and scocmplished in scecrdance with thelr iastmtims.

Arrangements and rai&bmmta concerning thess covert details will be
restricted within the Agency and the parent establishment and handled in
2 BECUre mmnner.

EBMETT D, ECHOIS
Director of Perscrnel

3
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